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1.
Program Description:  The purpose of the Spouse Tuition Assistance Program (STAP) is to provide partial tuition assistance for spouses of Active Duty airmen or officers, who accompany members to overseas locations and will be attending college programs at those overseas locations.  The focus of the program is on the completion of degree or certificate programs that provide increased occupational opportunities for spouses.  The program provides TA (Tuition Assistance) at a rate not to exceed 50% of unmet tuition charged per course, with a maximum of $1,500 per academic year and a term maximum, which is calculated by dividing the annual maximum ($1,500) by the number of terms within the academic year.  For purposes of this program, "academic year" is defined as the 12-month period beginning August 1 through July 31 of each year.

2.
Eligibility:


A)
All spouses of Active Duty Air Force personnel, who accompany members (command sponsored) to overseas locations participating in the program, are eligible candidates.  Spouses who wish to participate must reside at the participating location during the entire term(s) for which funding is requested.  Awards are not automatically renewed, spouses must submit a completed STAP application to the Base Education Office each term that funding is desired.  Applications will be considered by the base Spouse Tuition Assistance Committee, which has sole authority to grant TA under this program.  The submission of an application does not guarantee TA for the applicant.  Only formal notification by the Committee indicating approval of STAP funds can be considered as approval of an application. 


B)
Only contracted institutions offering on-base programs will be utilized by STAP students at overseas locations.  Non-traditional forms of education, such as distance learning and independent study courses are only eligible through contracted institutions. Only courses that provide academic credit in undergraduate or graduate (Masters) programs are eligible for STAP funding.  Courses and degree or certificate programs should be reasonably related to preparing an individual for an occupational goal.  Doctoral courses/programs and non-credit courses, other than English as a Second Language (ESL), are not eligible.  STAP funds may not be applied to any duplicate/repeat course for which the student was previously funded under this program and not yet repaid in full to AFAS HQ. 


C)
Each participating base will provide AFAS HQ with annual lists of GSU’s currently being serviced by the participating base, and of the contracted institutions offering programs on their base, including eligible campuses/divisions, and the number of terms and dates of each term in each institution's academic year.  Differences in number of terms and term dates for various campuses/divisions should be annotated.  (Note: USAFE bases have standardized as 5-terms per academic year for all eligible institutions.) 


D)
STAP funding may be used in conjunction with other aid (i.e. Pell Grants, Veterans Administration Benefits, scholarships, grants, etc.).  However, other aid, with the exception of loans, must be applied to tuition costs prior to determining level of STAP funding.  


E)
STAP funds will be calculated up to 50% of unmet tuition costs, not to exceed term and/or annual maximums.  "Unmet tuition" is defined as tuition charged per course less other aid.  If tuition costs are from more than one contracted institution, term maximum is established by using number of terms for school providing degree or majority of courses.  Total STAP funding must neither exceed the established maximum per term (not per school), nor the 50% unmet tuition per course limit.


F)
A generic application form, AFAS Form 90A, is provided for use and reproduction (Atch 1).  The application requests information on applicant and sponsor (i.e. name, SSN, phone #'s, etc.), financial data (to include other educational aid), school enrollment, and an agreement statement to be signed by student applicant and sponsoring Air Force member.  Statement stipulates the conditions that require student applicants to reimburse AFAS HQ in full (i.e. withdrawals unrelated to Air Force actions, failure to meet grade requirements, receiving other financial aid, and overawards (See Paragraph 7B)); and if obligation is not met, notices may be sent to sponsoring member and member's Unit Commander (See Paragraph 7C). 

G)
 A generic financial aid and grade form, AFAS Form 92, is provided for use and reproduction (Atch 5).  This form is intended to authorize STAP Administrators to request/receive/access verification of final grades and other forms of financial aid (Pell Grant, scholarships, Career Advancement Account (MyCAA), GI Bill, VA Benefits, employee benefits, any other gift aid) for STAP applicants.  Applicants must complete this form with every STAP application.

H)
Each base is authorized to develop and attach any addendum deemed necessary to inform applicants of specifics unique to that base's program administration (i.e. application deadlines, term maximums, class limitations, etc.).  Each addendum should be initialed by the student applicant.  NOTE: Both the sponsoring member's signature and that of the student applicant are required on every application submitted.  If sponsoring member is unavailable to sign application, student applicant may sign for member if copy of valid Power of Attorney is provided.  A copy of sponsoring member's Leave and Earnings Statement (LES), military ID cards, and any other pertinent information necessary to establish eligibility and priority of applicants (See Paragraphs 2A and 4A) will be required.


I)
Individuals receiving STAP funds must receive a grade of "C" ("B" for graduate work) for all courses funded by this program, to be eligible for further aid (See Paragraph 7A).  The award of TA for one term does not assure continued funding; a separate application is required for each term.  However, the Committee should consider individuals who have already received aid for a program of study towards a degree or certificate in making award decisions (See Paragraph 4).


J)
The STAP award will be based on financial need and the occupational focus of the individual's course or program.


K)
Neither the student applicant nor the sponsoring member may have an AFAS Emergency Assistance (EA) loan that is uncollectible (i.e. bankruptcy, write-off) or delinquent in payment, nor owe a refund on AFAS STAP funding.  Air Force Aid Society Officer should check the AFAS Record on File (ROF) Report for any applicant/member indicating EA debt.  If found on ROF, contact AFAS HQ to determine eligibility.  The Base Education Officer and Air Force Aid Society Officer should also review school grade reports and base STAP Summary Report generated by AFAS HQ for student applicants owing STAP refunds.  If found, STAP application/funding is to be denied until debt is repaid in full.
3.
Administration of the Program:


A)
The STAP Selection Committee consists of a representative nominated by:



(1)
President of the Officers Spouses Club



(2)
President of the NCO Spouses Club



(3)
Support Group Commander or equivalent

B)
Additional Committee members will consist of:



(1)
Base Education Officer



(2)
Air Force Aid Society Officer



(3)
Airman and Family Readiness Center Director


C)
The chairperson of the Committee, usually the Base Education Officer, is designated by the Support Group Commander.  The chairperson establishes the operating procedures for the Committee, sets the agenda and meeting dates.  The Base Education Officer, whether the chairperson or not, is responsible for adhering to program guidelines, monitoring term and annual maximums, maintaining liaison with participating schools, verifying applicant eligibility, enrollment and withdrawal actions, and certifying refund amounts.  NOTE:  The Committee does not have authorization to waive or alter any guidelines set forth in this document without receiving written approval from AFAS HQ.


D)
AFAS HQ will budget a maximum dollar amount for each participating base.  The Committee will allocate a pro rata share of the annual budget for each term, based on at least a 75% selection rate.  This is the amount that can be committed for the term.  Terms with consistently higher levels of enrollment should be given consideration when establishing the amounts committed for such terms of greater participation.  Each base may not obligate more funding than is available for the individual terms.  It is the joint responsibility of the Education Officer and the Air Force Aid Society Officer to monitor budget levels.

E)
The Committee will set application deadlines that are consistent with established school term dates and allow efficient management of the program.  The Committee may refuse applications submitted after established deadline.

F)
For bases that have adopted a 5-terms per year schedule for all contracted schools (all USAFE bases and most PACAF bases), the Committee will modify term dates of the school with the most enrollments, usually University of Maryland University College (UMUC), so as to develop a year-round base schedule with continuous terms (no significant breaks between terms); i.e. UMUC 2009-2010 schedule of T1 24 Aug 2009 - 18 Oct 2009; T2 26 Oct 2009 – 20 Dec 2009; T3 18 Jan 2010 – 14 Mar 2010; T4 22 Mar 2010 – 16 May 2010; and T5 31 May 2010 – 25 Jul 2010 is used as basis for recommended base term schedule of T1 1 Aug 2009 - 18 Oct 2009; T2 19 Oct 2009 – 31 Dec 2009; T3 1 Jan 2010 – 14 Mar 2010;  T4 15 Mar 2010 – 16 May 2010; and T5 17 May 2010 – 31 Jul 2010.  This continuous schedule allows for varying school terms/dates at other contracted schools to be aligned within the 5-terms per year schedule.

G)
The Committee will meet at least once each school term to review applications for STAP, determine eligibility and need for each case, and approve/disapprove individual applications accordingly.  Approval of TA may cover a maximum of one school term for any one application.  For each school term, there will be a single list of eligible applicants, both officer and enlisted spouses, prioritized IAW paragraph 4.  Commitments for TA will follow this list until either dollar allocations have run out or eligible applicants are not available.  Excess funds for a school term may be used during subsequent school terms within the same academic year, ending 31 July.  However, any excess funds from the academic year's final term are no longer available for obligation and will be withdrawn.


H)
The Committee should develop an award letter highlighting Air Force Aid Society's direct role in providing funding to selected applicants and indicating term, class(es), and amount funded.  A statement that amount funded may be adjusted (reduced) due to other aid and a reminder of conditions that require repayment of funds (See Paragraph 7A) should also be included in the award letter.  Any award rosters provided to the schools should be in the AFAS Form 90 format, listing the courses approved and total amount of STAP awarded for the term.  Invoicing from the schools should determine final allocation of specific amounts of STAP funds applied to each course as determined by tuition rates and other aid.
4.
Prioritizing Applications:  For the first term of the academic year, eligible applicants will be prioritized IAW paragraph A and B below.  For subsequent terms, eligible applicants who have already received STAP funds in the same year and who demonstrate continuity of course objectives may be considered for movement to the top of the priority list (remaining in relevant priority) for the same academic year as defined in paragraph 1.  Total reevaluation and need ranking will be required for the start of the next academic year.


A)
Need Priority:  To simplify the selection process, an adjusted monthly income will determine the priority of need for assistance.  You are requested to calculate adjusted income as follows:



(1)
Monthly base pay as verified by the sponsor's LES, plus



(2)
One half the monthly gross income earned from spouse and/or member off-duty employment, less



(3)
$100 for each dependent child monthly ($1200 annually).


B)
Relative Equity of Officers and Enlisted Spouse Participation:  The Committee will establish target dollar limits for officers and enlisted spouse groups based on their relative population of each at the installation.  The Committee will adjust TA commitments to maintain equity for both groups, except, if either group has insufficient qualified applicants to meet the group target limit, the limit for the other group may be exceeded with qualified applicants.

5.
Record Keeping:


A)
The Committee will maintain minutes of the meetings.  The meetings are closed to other than members of the committee, except in the case of the Support Group Commander, or designee.


B)
The Committee will maintain the following record data per term and year, broken out by officer and enlisted, to be included in an annual report and forwarded to their MAJCOM.  Each MAJCOM will provide a copy of individual base reports and a command-consolidated report to both AFAS HQ and HQ USAF/A2SP.  All reports will be submitted as of 31 July (plus 30 days) each year.  (See sample at Atch 2):



(1)
Number of initial applicants.



(2)
Number of applicants funded.



(3)
Number of enrollments (classes funded).



(4)
Total number of individuals per year who received funding, broken out by officer and enlisted, with total dollar amounts for each sub-group.



(5)
Total number of enrollments in undergraduate and graduate programs, and distance learning courses (undergraduate/graduate).


C)
All STAP applications and forms fall under the provisions of the Privacy Act.


D)
Air Force Aid Society Officer will retain copies of all STAP checks issued (AFAS Form 3B – Yellow Copy) to include all supporting documentation (i.e. AFAS Form 90's, school invoices, financial reports, etc.) for a period of 3 years from date of issue (see AFAS HQ Operations Guide, Section 4Q); STAP applications and AFAS Form 92’s will be maintained for a minimum of 1 year from end of last academic year in which students participated in the program; and copies of all refunds from students and schools, and AFAS Form 91's will be maintained at base level for a minimum of 1 year from date of base receipt.
6. Disbursement:  The Air Force Aid Society Officer will control check disbursal procedures and review STAP funding per student to ensure term and annual maximums are not exceeded.  At no time should STAP funding exceed 50% unmet tuition cost, term maximum ($1,500 annual max divided by # of terms in academic year), or amount paid by student.  If rounding off amounts paid, student always pays higher amount.  Tuition payments should be consolidated so that only one check need be issued per school per term.  Using check writing software provided by AFAS HQ, AFASO must annotate check written for STAP funding in Explanation block (E) of AFAS Form 3, and sign approval line.  For each check issued, a list of students' names (in alpha order), students' SSN's, course codes, amounts per course, term for which funding is being disbursed (Term #), total number of terms in academic year (#Terms/Yr), and term maximum (Max $$/Term) must be generated and attached to both the Form 3A (check) being forwarded to the school and to a photostat copy of the check being forwarded to AFAS HQ Education Assistance Department, along with copies of the school invoices.  If a spouse does not have a SSN, provide Foreign ID number or tax ID number as shown on their military ID card and as reported to DEERS.    As last resort, use school-assigned ID number (ex: 007-00-1234).  When listing students enrolled in distance learning courses, flag code "@" should follow course code/number to indicate as such.  Also annotate in Explanation block (E) of AFAS Form 3 that distance learning courses are included.  A sample reporting format for this required documentation, AFAS Form 90 (Atch 3) is provided for your use and reproduction.  AFAS HQ recommends that a copy be provided to the participating schools to utilize in billing for terms.

7.
Refunds:  AFAS HQ recommends refund instructions and a sample of refund reporting format, AFAS Form 91 (Atch 4) be provided to schools as part of the aforementioned check disbursal procedures.


A)
Students who receive STAP and do not complete a course with a grade of "C" ("B" for graduate), or withdraw from a course for personal reasons, are required to repay AFAS HQ in full for those courses and are not eligible for additional STAP funding until repaid in full.  "Incompletes" are considered as not meeting minimum grade requirement, and therefore, are subject to same requirement of repayment to AFAS HQ.  (NOTE: Students who can later provide proof of completing with an acceptable grade will be reimbursed funds repaid.)  However, students withdrawing or not receiving minimum grade of "C" ("B" for graduates) because of death/medical reasons within the immediate family, or because of Air Force actions beyond their control (i.e. Active Duty spouse TDY, unforeseen PCS, or shift change), and having a direct impact on their ability to successfully complete course, may be eligible for a repayment waiver of funds retained by their school and continue to receive STAP funding. (NOTE: A prorated portion of any funds returned directly to a student may be required as repayment.)  Any and all repayment waivers must be verified by supporting documentation and are subject to final approval by AFAS HQ (See paragraph 7E). Students who receive other financial aid in conjunction with receiving STAP funds, are required to repay AFAS HQ any difference between the original 50% unmet tuition costs funded by STAP and 50% of the adjusted unmet tuition costs.  Students who receive more than the allowable 50% unmet tuition, term maximum, and/or annual maximum are required to repay AFAS HQ the overawarded amount (difference in the amount awarded and the allowable maximum).  Non-repayment will prompt refund collection actions as described below (See paragraph 7B); and disqualify student from any additional STAP funding and from future assistance from AFAS.  NOTE: STAP Selection Committee is not authorized to waive refunds for any reason other than those as stated above.  Repayment of funds used for distance learning courses will not be waived except when due to death/medical reasons within immediate family and may only be approved by AFAS HQ.


B)
The Air Force Aid Society Officer will send written requests for repayment of AFAS STAP funds, by money order, to students upon notification of withdrawal, failure to meet grade requirement, etc.  If full repayment is not accomplished within 30 days of original request, a second request should be sent to sponsoring member with warning that if application agreement is not honored, member's Unit Commander may be notified, debt may collected directly from member’s pay, and student and member may be disqualified from any future AFAS assistance.  If repayment not accomplished by 60-day interval, written notice should be forwarded to sponsoring member's Unit Commander for assistance in resolution.  If payment still not accomplished by 90-day interval, submit documentation of collection actions to AFAS HQ to initiate collection of STAP debt (lump sum) directly from member’s pay.  List student’s name, SSN, course(s), term, academic year, member name, member SSN, and dollar amount to be collected.  Contact AFAS HQ for any  additional guidance.  Non-payment will result in termination of eligibility for any and all future assistance from AFAS.  Copies of student’s application, withdrawal or grade report, and repayment requests should be forwarded to AFAS HQ for termination of eligibility.

C) Funds being returned due to student non-enrollment, course withdrawal, receiving a grade below "C" ("B" for graduate), etc. should be made payable to AFAS National Headquarters and mailed to the base AFAS section for forwarding to AFAS HQ.  This allows bases to verify full repayment to AFAS, if required for student's continued eligibility, and to track number of enrollments, withdrawals, budget levels and program spending for annual reports.


D)
Identification of student and additional pertinent data should be forwarded to AFAS with all refunds.  Format sample of required data, AFAS Form 91 (Atch 3) is provided for base reproduction.  NOTE:  Air Force Aid Society Officer should annotate when collection requests were sent to student, member, or Unit Commander (Form 91, Block 5b).


E)
Appropriate documentation (i.e. TDY orders, emergency travel, doctor statements, etc.) to support waiving refund requirement should be reviewed by base STAP Committee to verify circumstances of withdrawals and determine whether full repayment to AFAS is required.  If waiver is initially approved at base level, copies of such documentation, along with a signed statement from the student, should be mailed to AFAS HQ attached to completed AFAS Form 91 for final approval.

ATTACHMENTS:
1)  AFAS Form 90A

2)  Annual Report Format

3)  AFAS Form 90

4)  AFAS Form 91

5)  AFAS Form 92

